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Chief, Nenagement Staff
OMef, Records Hanagement Staff

“ee-ly fisport - Week Ending § June 1957

1. Conmtributiong

(1) Reeords Center recsived 10 cuble feet of inactive
ﬁmmmmhémf“k

(2) Twelve new and revised forms completed,

(3) Assisted the Office of Commmications in the
md;meﬁfngma{mc@w
(a) Eliminate log books in the Cable and Peuch Section,

dat (b) Release 1 fulltime emlayee for other essential
nties,

(¢) Release 3 safe files, -
(d) Bxpedite Reference Service.
(4) Completed the evalmstion of 5 Emplayes Suggestions,
(5) Reviewsd two requisit’ms fer filing eqmipment
b. Intangible
Xone

Assignmonts - {Aetaivaz

2. lecords Disrostition Survey, %R - four items in schednule
revid sd az result of review by AD/CR,

b, Heview of %ecords Control Sehadule, Office of Persommel -
Annual post audit begun,

' c. Review of Piltng bysténm) suggestion Awards Staff,
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de ‘eview of Reeords Control Schedule, DDP - Scheduls being
reviewad with request of Chief, RI,

6., Sixtesn nev and revised forms in process,
f. ‘eview of Vital Persomel Hecords,
Ee Hndsblfrm:,ﬁfm.rﬁndaﬁu-w;

floor plan and a work station sketch for the maintenance
and servicing of Voucher Mles.

Assignments (Tosetive)

d. FRacords Uisposit' n Swrvey, Commereial Staff- amiting -
comments fyom office,

b, Installation of Filiang System, 0SY, .

¢. Use of Shelf Filing, Blographic iiegister and Industrial
Hegister, ’

B
eun

2. Tus members of the Staff attended the dinmer meeting
of the Intsregency 0% Conference.

im (7 June 57)
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